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”rcjmt 1453 = Reccrds rmgemm Burvey of the Office of the Director,

"hat 3! 44? Recormende? progedures und s:,aten:fer mail eémtrol wnd
correspondence filing aud disposition,

“hen iz 1t to be donme? "NJM h in wrocess and a‘ﬂmld be conplo'bed
amroximately 1 Mareh,

Who is 1t for? The offices of the ?eapective Deputy Dimcm and
: Agslstantg, vhich eomprise the Office of the Dirvesior, :

How 18 it to To done? Corresnondence Control Procadure-
1, ¢Study present nrocedure
2, Detemmine control points
3. Dewvelop control procedure
Lo Ubtain noecegsary concurrences
5. Install gystem
€. Train persomnel in its o~eratiom

Agency Iiling Systom-
1, 3Scan corpes:ondence in present fllec tc
deternine subject matiers
2, Adopt Agency File Manuasl
3. Obtain necessnry concurrencee
4. Install gystem
5. Train personnel in its oneratiom
Disnosition Schedule
1, evlev reference nctivity and deterwine
the perind of time 1t will be necassary
to maintagn the various tyres of =mnterial

g

in setive o Moo snaca,
Where 18 1t located? Adminisirotion Fullding

Why is it necesswry? Corresneniegee Cortrol Procedure-

To vrovide the knowiedge as 1o Jocatiom of
materinl recelved amd in nrocess: to imsure yrompt
actions on material received,

Apency Piling System
To nrovide a uniforn, logical means of f‘z‘!,.inc*
corresponience anc to assure sromer docwisntation
of the off{ice ~riivities,

Diarositione
To orovide a continued, orderly retemtion of
records at the end of specific psricds,

“ate ‘ction Stadted - September 1952
sti”uted completion date - lfarch 1953
mmeted as of this report - 50%
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- NEW FROJLCT REPCRT3 :
Project 2-53 — Installation of the Agengy £iling system and a cerres-
pondence control system im PS&0, ' :
A. Vhat is 187 The vroject is to develep and install a correspomdence conirol
procedure and have all sutjcct £iles maimtained in accerdance with
the Agency File Manual,
E, Uhen is it to be ? Project 4g in process and should be completed,
Including of nersomhel in the use of the sysieus, about
15 itreh 1953, i .
C, Who 18 it for? The correspondence control procedure will cover all Sacoming
mail and the £114ng system will be applicable to all subjest files of
PS&0,
D, How is it to be dome? Correspondence Control Procsdure~
1. Study mresert nrocedure
2, letermine contrel polnmts
3. Develop control mrocedure
4. Cblain mecessary concurrencss
5. Install syvstem
6. Train persommel in its overaticn
Agency Filing Svstem-
1. Sean corresnondence in nresent files to
deternire sybiect mitter
2, Adont Aponcy File Manual
3. OCbiain weceassary concurrences .
C 4. Ingt2’l system )
5, Train nersemne? in its ovweration
E, Vhere is 7+ locnied? .
F, uhy is it necessarv? Corresnondence Control irocedure-
To nrovide the knowledge as to locatlion of ;
material received and in nrocess; to inmure '
proapt action on material recelved
Ageney r1iing Svatems
Te provide o uniform, logleal menns of £1ling
corresnondence; to azsure nreper documentation
of the office uctivities nnd to fapilitate
disposition in accordance with the ccaprehensive
disposition schedule develoned for the office,
G, Date action initiateds December 1952
istimated completion date- 15 'Mareh 19453 A
. % comnleted as of this renort - §0 % ’
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NEW ORUJICE DTpCRE |
| ' 8 ¢ edule for the
Project 3-53 - Preparation of a cemprehensive sche
disposition et‘ﬂnal rocords,

A. Ubst is it? The rroject is to devclop & yetention and ﬁilMVﬂQhEﬁUIB

or records of the overt fiscul activities,

B. ‘hen is 4% to be domo? Uroject in process aad should be cospleted, including
concurrences, svoub 1 %1 1953,

‘ ; A achedule fex
C. Who is it for? Comptreller, Ludget and Fisecal Divisicens,
' records of Fimance Divzsi«m wil> be prepared at a later date, ‘

7 Inventury the records-procure neeessary authority

D, How is 1% te & “
“for dispos:l from Gemeral “chedules and disposal schedules approved

i G oot i and interpret
Nationa) Archives and Longregs-describe the reoorfia ?
ga sutherities so that they can be understood snd applied by Office

nergonnel-obt in concurrences,

E., Where 3s 1t loc:ted?

F. Why is it neceggnry? To rrovide coniinued, orderly retirement and disposal
of rccords at the end of gpacific rerieds,

G, Date dction initdsted = October 1952
Egtimnted commletion date - 1 ~ureh 1953
% ecomnleted as of this revort - 75% NES v

SRR R R 1) % /,
RTINS e o /
’ sy iniormation )
Approved For Release 2006/04/1%<¢tA-RDP70-00211R000900250001-3




Approved For Release 2&9%@%%&70-00211 R000900250001-3

Security Information

NEW PROJECT REPORT Appendix A

Project 4-53 - Records Manarement Survey of 00/C, +

What is 1t? Recommend oroceduress and systems for records filing and
disposition,

When is it to be done? An analyst will conduct this project on a two-
day-a-week basis until an Area Records Officer for 00 is designated
and is able to conduct the rerainder of ‘the survey. A person, who
will te assigned as Area Records Officer, is now in clearance and
is due in the Agency on 15 June. ,

Who is it for? At present the survey is to cover Contact Division and
a representative sanple o their| | Later, it will be
troadened to cover all of the 0°Fice of Operations,

How 1y it to bte done? Inventory the records - procure necessary author-
Ity for disposition from General Sehedules mnd disposal schedules
approved by Nationsl Archives and Congress - describe the records
and interpret the authorities so that they ecan te understood and
aeplied by office personnel - obtain concurrences - recommend. ime
provements in filing and handling records - install recommendations,

Where is it located? South Building

Why 1s it necessary? To provide continued, orderly retirement and dise
posal of records at the end of specific periods. To provide & uni-
form, logical means of filing records and to assure proper docuw
mentation of the activities of the office,

Date Action Started - March 1953

Estimated completion date - This survey will not be completed by this
Eranch but by the Ares Records Officer for 00 as =2 part of the records

. nrogram of his office, ‘

% completed as of this repori - 209
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NEW PROJECT REPCRT | Aopendix A

E,

F,

Project 5-53 -~ CIA Correspondence Manual; rewriting of

What is it? This project consists of developing a revised CIA Correg-
nondence Manual, organized in a more understandatle manner and
containing more aids to letterwriters, stenogranhers, and typlsts,

When is it to be done? Worl on this project was commenced on 11 May,

Who is it for? This project is for the benefit of all Agency personnel
concerned with correspondence. An improved manual will be pare
ticularly henefielal to the Office of Training persomnel who have
found the present manual extreme?V'inadequate for training cleri-
cal personnel,

How is it to b= done’ The manual will be rewritten in three stagess
’ 1. Records Management and Distribution Branch
will develop a group of chapters concerning
stvlz and format standards for the two basic
forms of correspondence -~ the memorandum and
the letter,

2, The Office of Training has developed and will
distribute for initial review in the immediate
future, a "Typists Guide." This menual con-
tains information on tyning techniques, grammar,.
punctuation, word usage; etec. It is proposed
to incorvorate the material of this guide into
the Corregpondence Manual,

3., A third ssctlon on techni wes to ald letierw
writers will be developed by the Records Manage
ment and Distribution Pranch. If appropriate,

this section also will be made a part of the
Correspondence Manual, or will be issued as a
geparate gulde if its Inclusion would make the
Corresvondence Manual too cumborsome,

It is pronosed that each of these sections be given Ageney wide review
and te coordinated with Orpgan’zation and Methods Serviee and the 07fice
of Training, '

Where 1s it located? See "' alove,

Yhy is it necegeary? Apnarerily the former Correspontence Manual issued
in 1948 was considered too cumbersome and poorly organized, Accord-
ingly, the present "sireamlined" manual was developed. The former
manual, incidentally, was not formally rescinded, Moreover, the re-
vised manual coverg oply @ nortion of the material included in the

1% ii i a %P@;Yi ‘a.nla are poorly organized,
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NN PROJECT REPORT : . Appendix &

Projoct 5-53 | (Conttd,)

G. Date Action Started - 11 May 1953
Fstimated completion date - It is estimated that aections 1 and 2 will
be reviewed, redrafted, if nacessary and ready for printing on
30 August 1953. Development of the third section will be completed
about 11 October 1953,
% completed as of this report - 60% (i.e, completion of first drafts -
of sections 1 and 2)

g1l avo0l 00 BLILO0DY
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ity hnpendix C

Wowk Improvement Project m.symmaizlge Files & Index Distribution
Mater

A, lat 1a 1%? Hearrange ind mp@rl:-; index distritution material,

"B, When is it to be deme? Wark on this project 1a being done in
addition to the regular work and will be eontimued as time

and work loads permit.

C. :ho is 1t for? When ii is completed, it will make the wark easier
anc. faster for the -ersommel of the unit,

How is it to be done? A limited supvly of active current intel-
1igence reports are to be maintained in file cabinets for
easy and fast reference, locations of surplus stock stored
in boxes will be noted on the inventory record cards,

Jhere is 1t located! In the arc: assigned to supplemental
dlatribution,

Yhy is it necessary? Under the present system, intelligence
reports are located in six different vahlted areas amd the
only index to location is the room mumber, Wher the project
is complete, reference to the record card will give the
room mumber, row and seetiom of shelving,

sate action initiated - October 1952,
Lstimated completion date - April 1953
% completed as of this report - 753

~
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Work Imprevement Project fRe53 -~ Inscriing wmbound information revorts in
indexed folders,

A, hat is 3.7 “he sroject is to straighten and refile unbound information
Tenorts in mroperly indexerd felders,

B, uhem is it to be done? As time nud workload of the regular work pemiﬁe.

C. :dho is it for? "o make the .ork in the uupplemnta’i distrinut.icn uni't;
nore efficlent,

w io it mo b2 Jona? TPronarly markod follers and guldes are telmg typod
wy b file the reporis in,

E, ‘here is it loeated? In the aren aasipgned to supplemsntal distribution}

!
¥, lhy is it necessary? Under the preseat systom, reports are in file iny
mmeriecal order, but gide carde are not arovided,

G, Date setlion initited « Auguet 1652,

Estimated cm*;lat,.on date = Spril 1953 ;
% comloted ap of §is renort ~ MY
4z £
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Security Infore

Work Immrovement Project #3-53 = Cemverting Record Cards from old to new Type.

A“'&‘

C'q

What is 117 The project is to replace tic -resent intelligence report
Invontory control eards with a rovised eard and to arrange the cards
in a sequence that will freilitate references to thenm,

‘hen 1s 1t to be done? As time and workload of the regular work nernit.

Who 1 1t for? 7o mike the work in the supplemental diatribution unit
ezsier and more efficient,

How iv 4t +o be done? The recerd will be eoried from tho old cawd onto the
new snd refiled in pro-cr order,

‘here 4m it lccaizd? In the arex sggigned to supplemental diatributiom,

“hy is it necesg ry? The control ceed vas revised to provide specific

positions for =iiticnal needed informaition and to provide for mare
orderly and exsier to read postings, The new cards will be arranged
by the office of origin and iype of repori im order to facilitate
references,

Date setion in’tlnted - Cnrds ordered in December 1952
and delivered J nuary 1953,

Egtinated completion date = April 1953

¢ coupleted s of this renort - Just starting,

‘tg, ¥
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£

CONFENTIAL /

Approved For Release 2006/04/13 : CIASRDP70:0021'TR000900250001-3

s
st




S . CONFIDENTIAL
7 Approved For Release 2006/%}.%, 15 ArdRbaP 7 0- 00211R0009%%50391-%
4 endix

Work Improvement Project #4ﬁ53 - Preparation of Handbook setting forth
procedures of the Mail Room. Couriler
Service and messenger personnel of the
Mail Control Section,

A, Hhat is it? This project is to develop, prepare and issue a pro=-
T cedural guide for use of the Mail Control Section with a
corrclarv benefit of simnlifying and improving procedures where
possible,

B, Vhen i1s i1t to be done? Project is now in process and should be come
pleted in August 1953,

C. Who is it for? Mall Control fection, Records Management and Distrie
tuticn Branch, Ceneral Services Office. The Handbook itself
will be used mainly in the Mail Control Section,

D, Hoy is~it to he done? 1, Gather facts r@g&rding the operations of
the Mail Control Section by intervieves
and personal obsrrvation.

2, Prepare draft of Handbook,for dﬁscu351on
- o with Chiﬁf, Mail Conmirol Section and Aﬂat,
Chief, RMDR,
3. ”repare and subnmit final draft to Regue
lations Control Staff,

E, Uhere ig it located? Gue Building.

¥. Wby is it necessary? 1, To provide personnel of the Mail Conmtrol
: fectior. with a uwniforn apd standard guide
cf their duties and responsibilities,

2. To provide supcrvisery personnel with a
written guide for the operations of the
section, Such a guide will be of value
in simplifying procedures, utilizing npor-
sonnel, traininr of new personnel and for
rating personnel,

3. To provide the Branch, Division and Office
Chiefs of GSO, with a pulllished list of “the
duties, resvongibilities, functions and
procedures of the Mail Centrol Section,

G, Date action initiated - May 1953,

Egtimated completion date - August 1953
% cornleted as of this renort - 10%
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Chief, Research and Plarning Stafe N pebrudty 1954
Personnel Office .
Chtef, Records Servicea Division, QSO

Report of Incorre:l and Incomplete Personnel Transsetioms Received
by Machine Records Branch Durimz Month of January 1954

1. During the month of Jamunry, eight (8) personnel actions
recelved by the Machine Records Branch were either incorreet or in-
complete. ‘These eight {0) aciions were returned [ | 25X1
no documents were corrected by the Maehine Records Branch,

2. The total nusber of documents processed during the wmonth
of Januery were 2,143,

25X1

GS0/RSDzew

Diatridbution:
Oplg. & 1 - Addressee
1 - Machine Records File
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